
 

STAFF SERVICES MANAGER II 

Work in a position where the work you do has a positive impact on 

others.  The Federal Data Reporting and Analysis Bureau (FDRAB) is 

looking for an individual to be part of our team. 

 

CDSS oversees the Food Stamp and CalWORKs/TANF programs that 

form the primary network of assistance to low income families who 

cannot meet their basic needs.  Programs are operated by County welfare 

agencies and are supported through a partnership of State and Federal 

funds.  The FDRAB is one entity within the CDSS responsible for 

capturing and reporting data used to determine the State’s compliance 

with specific Federal requirements. 

 

Under general direction of the Assistant Branch Chief, Estimates and 

Research Services Branch, the SSM II will serve as the Chief assigned to 

implement systems and to collect data problems associated with Food 

Stamp Quality Control, TANF and CalWORKs programs.  This position 

is directly responsible for three subordinate managers and up to four 

Research Program Specialists. 

 

We are temporarily located in Natomas near restaurants and shopping 

and offer FREE parking.  The office will be moving back to a newly 

refurbished building in September 2010 located at 744 P Street in 

Sacramento.   

 May 28, 2010 

Anna Capetillo 

Anna.capetillo@dss.ca.gov 

 

 

 

FEDERAL DATA REPORTING AND 
ANALYSIS BUREAU 
TREND ANALYSIS UNIT 

 
Has an immediate opening for the position of  

 
 





SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):


■■ Designated under Conflict of Interest Code.


■■ Duties require participation in the DMV Pull Notice Program.


■■ Requires repetitive movement of heavy objects.


■■ Performs other duties requiring high physical demand.  (Explain below)


■■ None


■■ Other (Explain below)


STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES


State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:


CLASSIFICATION:


DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)


SUPERVISOR’S NAME: SUPERVISOR’S CLASS:


POSITION NUMBER:


I certify that this duty statement  represents an accurate
description of the essential functions of this position.


I have read this duty statement and agree that it represents the
duties I am assigned.


SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE


SUPERVISION EXERCISED (Check one):


■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.


Total number of positions for which this position is responsible:


FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.


MISSION OF ORGANIZATIONAL UNIT:







CONCEPT OF POSITION:


A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:


C.  ADMINISTRATIVE RESPONSIBILITY:


D.  PERSONAL CONTACTS:


E.  ACTIONS AND CONSEQUENCES:


F.  OTHER INFORMATION:
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		name1 pg1: 

		class1 pg1: STAFF SERVICES MANAGER II (SSM II)

		position1 pg1: 800-672-4801-001

		bureau1 pg1: Federal Data Reporting and Analysis Bureau, Administration

		sup1 pg1: STAFF SERVICES MANAGER III (SSM III)

		division1 pg1: Administration Division, Estimates and Research Services Branch

		sup2 pg1: AKHTAR KHAN

		box1 pg1: Off

		box2 pg1: Off

		box3 pg1: Off

		box4 pg1: Off

		box5 pg1: Yes

		other1 pg1: 

		date1 pg1: 

		date2 pg1: 

		box6 pg1: Off

		box7pg1: Off

		box8 pg1: Yes

		box9 pg1: Off

		box10 pg1: Off

		number1 pg1: 21

		ssup2 pg1: Office Tech - 1
Staff Services Manager I - 3
Research Program Specialist II - 4
Research Program Specialist I - 1


		lead1 pg1: 

		mission1 pg1: To take a leadership role in developing and providing timely and accurate CalWORKs and Food Stamps information to enable wise policy decisions that help needy and vulnerable children and adults.  SSMII would also ensure Federal Data Reporting and Analysis Bureau (FDRAB) meets stringent federal reporting requirements.

We are a respected authority that provides recommendations and information critical to sound decision-making.  Policy leaders make decisions using our data and research.  We collaborate with customers and stakeholders to identify emerging needs and anticipate trends.

		concept1 pg2: Under the general direction of the Assistant Branch Chief, Estimates and Research Services Branch, the incumbent will serve as the Chief of a Bureau assigned to coordinate the acquisition, review, compilation, and transmission of timely and accurate data for the Temporary Assistance for Needy Families (TANF) and Food Stamps programs as mandated by Federal regulations.  This data is the basis for budgetary projections, assessment of program policies and evaluation of outcomes, as well as for calculation of TANF work participation rates and food stamp error rates.  Key functions of the bureau include: 


		responsibilities1 pg2: 25%    Develop and maintain data collection tools and processes - These data reporting tools are designed to support the collection, processing, and transmission of disaggregated data reported by the counties. Data is then electronically processed, edited, and complied. Coordination with internal and external organizations is required. 

20%    Develop and maintain databases - Databases, systems, and processes are developed and maintained in collaboration with county, Program and Fiscal staff to comply with federal data reporting mandates or to provide data on program performance and outcomes. 

20%    Transmit disaggregated data for the TANF and Food Stamps programs to the Federal Administration for Children and Families (ACF) and the Federal Food and Nutrition Services (FNS), respectively, as required by Federal regulations. The data is used by ACF to calculate the State's federal work participation rates and by FNS to calculate error rates.

20%    Analysis, presentation, and publication of characteristics data to TANF and Food Stamp recipients - Data is disseminated on the Department's website, which provides access of data to a broad range of internal and external users, including researchers, Federal, state and local government; control agencies; advocates; and the general public.

5%    Liaison with federal agencies on data reporting issues - including analysis of Federal and state legislation for data reporting impacts.

5%    Make presentations and provide training and/or technical assistance to counties regarding federal data reporting processes - Provision of these services to the counties and other interested stakeholders assists the department in ensuring accurate, timely data collection as mandated by Federal regulations; and

5%    Direct Bureau administrative activities, including personnel, budget, communications, space and equipment.


		supervision1 pg3: This position reports directly to the SSM III. Supervision received is general in nature. 


		administrative1 pg3: The SSM II is responsible for all management functions of the Bureau, including the development and maintenance of effective policies and procedures, organizational structure and staff. 


		personal1 pg3: The SSM II has frequent contacts with executive and management staff to control and report on Bureau activities and policies. Additionally, the incumbent may represent the Department in discussing, analyzing and resolving highly critical and sensitive issues related to the Research and Development Enterprise Project (RADEP) and E2Lite data systems with county welfare directors, quality control supervisors, federal representatives and legislative staff. 


		actions1 pg3: The Bureau leader exercises judgment related to data collection and data systems design for Food Stamp Quality Control, TANF and CalWORKs. Poor judgement and decisions can adversely impact the availability of data and information to guide welfare policy making or result in the imposition of federal sanctions for late or inaccurate reporting. 

		other1 pg3: 





